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Under the direction of the Assistant Dirsetor for Operations, the
Chief, Poreign Documents Division, 1s cherged with the exploitation for
intelligencs purposes of all types of forelgn language documents, including
foreign press, poricdicals, books and certain categories of captured
dosuments with the preparation of resultant informetion reports in varicus
forms for dissemination to authorized recipients; and with the provision of
& contral translation sorvice for the Agency.

II. JFUHCTIONS:
The Chief, Forelgn Documents Division, shall:

A, Direct the exploitation for intelligence purposes of all
types of foreign langusge docwsents, including captured docunents,
foreign press, pariodicsals and books.

Bs Provide a central translation service to support informa-
tionnl and operational needs of the Agency and to fulfill, when
Agency workload permits, translation requests from other approved
govertment agencies,. '

Co Develop new sources and mothods of exploitation for foreign
language documents in order to assure best possible coverage of
these materials to meet the needs of intelligenec ayencles for
inforaation,

D« Eeceive colleetion directives, expr:ssive of information
requirements, and requests for translation service or other supporting
actiong ensure proper action on such requests,

E, Review all avallable foreign language documente to determine
applicabllity of existing intelligence requirements; analysze, select
and complle intelligence information resulting from the axploitation
of such documents; edlt and prepars intelligence information reports
and analyses of foreign language sourcs materials for publication in
various formsj; assign appropriate over-all elassificat to reports.

Fo Swrvey worldwside sources of foreign languaie documents,
determine procurement channcls, screen foreign language documents
repositories in the Unlted States and maintain flow of documents
through the Division for exploitaiiony provide refersnece service for
CIA and other intelllgance agencies on forsign language documents
held temporarily in the Division or available in other repositories.,
Coordinate c};a requests for procurcment of forelgn language documents.
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. Coapile and maintain appropriate grosseindex files of
forelgn language source materials and informatlong complle data
for gontrel translation and exploitation filesy provide inforw-
mation therefrom to authorized requesters; and prepare a Conzoli.
dated Translation Survey for distribution to participating intelll-
gence agencise and authorized reciplents.

. Coordinate with officials of other sovernmn!i agencles
and representatives of foreign gevernments In comnection with fw?ign
langaage doeument exploitation as directed by tho Assistant Dirsctor
for Operations. '
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FORLION DOCUMENTS DIVISION

ADMINISTRATIVE STAFF

I.  MISSTON:

The Admindistrative Oficer is responsibla for the efféciive direction
of all adainistrative procedures of the Division, including the development
and implementution of internsal administrative policy and procedures.

II, ms*rz@g :
The Admindistretive Officer shalls

4, Provide adninistretive support for the Division, including
requisitioning, assignment and malntenance of space, supnlies,
equipment and sservices.

Bs HMelintain direct working llaison with Personnel, Flccal and
Sexrvices Divieions in order to obtain necessary support and insure
gonformity with Agency policy.

C. Arrange recruitment, selection, appointument and assignment
of all persomnel required Ly the Division,.

D. Adainister payrolls, records of expenditures and all other
Division flscal matters.

E. Prepare annual buiget esiimates, together with all supporting
data, for prescatation to the Comptroller.

F. Bupervise the overtime program in the Division, mainteining
appropriate authorizations and records therefor.

G. Serve as Seourity Officer for the Division, administering
necessary sefurity control procedures, conducting physical security
cheoks and inspections and insuring complisnce with igercy security
regulations,

Ha Arrange and administer all travel perfurmcd by Divisiem
employees,

I, Provide a message center for internal routing of official

correspondence; provide courier, mail and receptionist service for
the Division.
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WIS CIVISIOR

REPORTY: BRANCH

The Chiel, Reporte "ranch, is responsible for the processing of inooming
requests and velleotion direstives, for reviewing, editinc and preparing
Diviglon information reports end publications for reprocuction snd disseaina~
tion, for maintaining central exploitation files to prevent duplicetion in L
tranalation, Ja for sontrol of Nivision limison with agenvies other than Cid. < /.

II. FURTIOND:
The Chief, Feports Rranah, shall:

.. &» Reocsive oollection directives and requests for information or
translation from the Office of Collsetion and Disseminetion and other
" CTA Offives; assign such requests to appropriate Rranch or “ramches ifor
aoticny in cooperstion with Branch Chiafs determine priorities and the
possibility of neeting requiremsmt target dibes; msintain suspense files
to assure flfillment of reguests; conduct liaison and prepare reguisite
correspondence on this subjeect.

I
F
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B. FHeview all Myvision reports and publications from o substentive
and intelligence stindpoint to determine socursgy of interpretation,
elarity of presentation and epplicability to requirements; edit all
Pivision reporte for editorisl correctness, standardised style snd format;
ccoperate with mppropriste 'ranch in the revigion, correstion and/or
reconstruation of reports when neosesary; detepmine method of hendling as
an information report or other form of publication; review material for
security clsssifiostion and possilkle restrictions on Jdisseminetion.

€. Prepare all publighable produetion of the Tivision for reprodug-
tion and dispemination by typing on duplimat plates, aimsograph stencils,
or by ather msethods; provide illustretions arni maps for publications ss
required; arrange for adequate numbers of goples an: Jdissemination of both
wnpublished end published information reports; plan and maintain publication
and produstion schedule.

De t‘,’_ﬂsw.n lisison clearance for personnel of the NMvision with
outside agencies, through eopropriate chanvels, and maintain records of
sll such liaison. ’

Ee Xuintsin a cross-indexed document exploitation file of trassla-
tions snd work completead Or in process in the Division or other intelli-
gence agencles by subjeat, area, author, document snd publication nushers
in order to prevest duplication of translation and exploitetion among the
intelligence agencies) provide inforuation therefrom; and sdit, prepure
and publish monthly a Comsclidated Translat.on Survey in cooperation with
the participating intelligence sgencies, thereby informing recipients of
tranalation and exploitastion cospleted snzt indtiated during each mwoth.
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F. Maintals statistical records for the Tivision on types of
sxploitation, mmbers of pages prepared, languszes and categories of
desuments exploited and quantity of spescisl translation ewﬁa&
rendered; prepaere from sush records monthly statistical reportis, status
veports and other special reports as required.
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PORFIGN DOCUM:NTS DIVISION
DOCUMENTS CONTROL BRANCH
1. IONs

The Chief, Documents Control lranch, will survey worldewide sources
of foroign lanjuage documents; determine procuremcnt channols and
coordinate CIA requests for foreign langunge meterials, screen documents
repositories and incoming fareign language documents for materials of
intelligenoc walue; propare selectod abatracts for accessions on foreign
language documants; and provide reference and bidbliographiecal service on
- forelgn langua;c documents for the Agency a5 required,

II., FUNCTIONS:

The Chicf, Doouments Control branch, shalls

A, Survey worldwwide sources of forsign languace documents,
including forelgn documents repositories, government agenociec, academic
ingtitutions, publishers, bookstores, libraries, com-areisl firms and
resesrch organisetions, through established Agency channels, to determine
the existonce and avallability of foreign language dotuments of wotential’
intelligence intercst,

By Arrange for procurexcnt of documents of interest} maintain
the fiow of foreign languagc documents into the Uivisiony brief
Publicatlons Procuranent Officers, who are going abroad, on Division
and Agency requirem:nts for publications; coardinate CIA requests for
the proourement of foreign langua;o materials,

Ces Conduet oontinual external sereening activities at the main
documant repositories in the Washin ton &rea; plan and implement methods
of obtaining publications which ar- not svailable through overt subscrip-
tiong olan for the procurem:nt of documents from covert sources or through
non=routine ¢harnels,

De Compile and maintain & central locator file containing inforaa-
tion obtalined in surveys ss to location, description, intelligencc v:iue
and sxtent of exploitation of foreign document collection, currcnt
listings of foreign language serials and their avallabllity, lists of
refersnte materials and other information of source values provide
referonce and bibliographical service for CIA and other intelligence
agancics on forelgn languape documents held tomporarily in the Division
or avallable in othsr repositories,

Fe Regclve foreign languaze decuments and sereen them for intelii-
gence walue, based on requirements of the Division and the Agancys route
these and other incoming documents to appropriate branch for exploltation
or information; maintain necessary records, indexes aad catalogues for
foreign language documentary materlal accuired by the Division and all
reports and publications prosuced by the Division,
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. Retain foreign lengusge documents in the Mvision for s
pﬂﬁnza;::§$ﬂmaigzagggrtﬂmaamiﬁﬂwﬂmttnimm&ugmmn
mﬁaﬂuiuu‘ﬁmnamwaﬂnma:tgﬁmumﬂm;mmiumuﬂumum,xmnmm
sush docwments to the Office of Colleotion and Mdssemination i th
rososmendstions s to appropriate permanent repository.
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FOREION DOCUMENTS DIVISION

REGIONAL BRANCHES

RISSION
Each reglonel branch, for its sssigned foreign geogrerhiesl pres; will

exploit foralgn langusge documents for intﬂllig:emce PUrposes} rnalys?, select,
translate, and cosplle intelligence informeztion from such documents in fu}.fill-
nent of mui'ﬂwent»s 3 prepsre inforsstion reports in verious fomms; end provide
translsaiion end other special {ureign langusge services zs directed.

1I.

FUNCTIOHNS
Each RHezlonel Franch Chiefl wills

A. Review 21l pertinent sveileble foreign lanmsge documents, (except
scientific wnd technicel) dealing with aaelg,md seogre phical ares, to
determine thelr zpplicebility to existing colleution Mrectives and informo-
tion reguiremants; exsmine now serial publicstions recelved and detertine
whether such mublicetions sheoald be procured repularly; infiticte procure-
ment requests; scsn foreign langusys documents snd select therefry waterial
answering current or long-range requirements; receive Intellipence require-
sentss initiste setion on then or recowmend rejection,

B. HExploit on z regular basls selected forelgs lonpuege newsropers,
perlodicsls, snd ether publicaticns from the r*sa:%..;:mﬁd erer to s-tisfy
aatablisitmd requirenents, o

C. Explolt docurents for intelligence informstion by the rnelysis,
selection, translstion, compllation or other appropriste rrocessing of such
inforamstion; prepsre gbstracts, extracts, collated reports, swiearies, or
bibliographies 53 indicated by rw;uirments 3 explolt books and morographs
in spswer to speciric requests; exploit captumd docuents (for eertein
aress) in rccordance with suthorized intersgenc: agreements; perforn other
exploitztion and docunentary resssrch functicns ag directed by the Division
Chief,

t form, either as

Bs Prepare informetion o
individusl informsiion reports or ¢5 trensletions, 25X1A
summaries, snd compilatdens as approp 3 prepere colloted reports,
bibliogrophies and d&cmntary resmmh studiw 85 required; recommend
nethod of pmblir:ptien and publicstion priority; sssisn security cizssifica-
tion.

E. Conduet working~level ligison with zmalysts of other intellicence
unils Lo clerifly existing information requirements snd spucific trenslation
requesls] serve s consultent on ils assigned peogrevhies) eres to other
brenches of FUL; provide opinions on the origin, relisbility, znd velue

-of individuel forelpgn documents or cetecorids or collections of Jocumente

as requested,
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¥y Provide tranglation servinéhfnr the languazes of the asedl
N " k3 i grz&d
ares as Jdirected by the Division Chiefj provide miscelluneous socolsl
services, such as interprsting, corr-ction of language examinstions for

other offic trans o B n in : o
ae {ffir'actgdfﬂ’ renzlations from ¥nglish into foreiyn langua oz, etc.,
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FOREIGE DOCUMENTS DIVISION
SCIBNTTIFIC sND TECHNWIC/L BRINCH

HISSIGH
The Seientific and Technicsl Brench will exploit foreign languspe documents

for scientific #nd technicsl information; snalyse, select, szbstract, translste,
and compile such information for intelligence purposes In ™lfillment of require-
ments} prepsrs sclentific and tachnicsl inforuetien reports lun verious forms,

and provide transletion service on specialired melerizl as directed.

The Calef, Scientific snd Technicel Branchk will:

4. BExenips pertinent avallsble scientific and tochnical foreign
language documents to determine thelr applicebility to existing collection
directives and informstion requirezments; exsnine ner zerizl publicalions
received to deteraine the ndvissbilllty of regulsr procurement; review
regulsrly received pariuvdéicals for notices of new publicetions Jeteraining
sdvisablility of procurenent,

B, Expieit on & regulsr brsis 31l avellsble current Sovict sclentific
and technical periodicals for intelligence information, preparing sbstrscts,
extracts, sumsaries, digesis, and complled reports in fulfillment of require—
zentsj exploit Covliet books and monogrsphs of & sclentific and technical
nature =8 required; perfora documentary resesrch on Soviet scientific and
technicel publications 4o provide speclulized reports (informstionsl hand-
Yooks, statlsticel surveys, speciszlized biblicgrephies or collaled reports
on salects! subjects) or zny other speclal foreizn lenguage service in
support of scientific and technical intelligence in response to specific
requirements, or as directed by the Division Chief,

C. Exploit scientilic end tecnnicsl documents for intelligence informe-
tion by the snalyeis, selectlon, and itranslstion or other zppropriste method
of sxploitetion of Informmtion, providing maxlzus docunent coversge in
accordance with priorities indicoted in requiresents or expressed by consumer
egencies; exploil periodiczls from cetelllite znd non-loviet arecs as directed;
axploit ceplured documents on acleniific snd technlesl subjects in sccordence
with sathorized intersgency agrectents to satisfy certzin intelligzence
requirsuents.

L. PFrepore scientific snd techniezl informstion for publicetion in

report fora, eithor as individuel ra;orts! | casplled
reports {Periodical /bstrzcis), or as trensIztl 5 €5, or collrted
reports as sppropriate, recommending method of ?ubiication end publicstion

priority; assign security classification,
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E, Arrange for inter-iranch coordination and cooperation in
eontributing to reports requiring the efforts of more than one branch
or to a.old duplication; serve as sciontific and technical consultant
to the Divislon; conduct working-level lialson with analysts in other
scientiflc and technical intelligence wmits to clarify extoting irfoprw
aatlon requirements and specific twranslation requeste; provide opinicns
on the rcliabllity and value of individual scientific and technical '
documents in for:lgn languages, or on colloctions of such documents.

F, TProvide transiation service for foreign language scientific or
technleal material as directed by the Division Chief.

G, Haintain appropriate operational indexes aid files on source
materials; maintain all records necessary to be fully cognigent of
forelsn language scientific and technioal reporting of other intelli-
gonce agencles to prevent dupliocation.
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